
 
 

 

 
 

 
 

 

Profile Quick Guide 
  
    

 
Use Profile to create your own up-to-date employee profile (online resume) and give supervisors an at-a-
glance reference about you. 

 

 
 
 

It’s  
Profile holds your work history and City information. 
To locate your Profile, select My Employee File from  

the drop-down navigation menu. 1  

 
 

  Read Your Profile 
Think of Profile as an online resume.  You will see sec- 

tions about your work history, educational background, 

special skills, and professional interests. 

 

 
   Edit Your Profile 

Not all sections are editable.  To make changes to 

an editable section, click  in the section you want 

to edit and update the details.  Click to add 

another line of detail. 
 

 

 
   Keep Your Profile Current 

It is up to you to keep your Profile current.  You can edit 

most of the sections yourself but some sections are in 

read-only format because the information is already 

provided by the system.  Your Profile information is a 

valuable resource for management to identify you for 

existing and future growth opportunities. 
 

To update your Profile sections: 3 

1. Select a category to work with. 

2. Click   to open a new detail area then click the .  

3. Fill in the fields with the relevant information. 

4. Click  to save your work. 

 

 

 

 Note: Even if you update your GPS profile, you will still be required to provide hard copies of any pertinent updates to Human 
Resources (i.e. degree transcripts/certificates). 

 
 
 

Spotlight: 
 

Additional Resources Available on My Employee Files 
 

History 
History lists all the 

relevant completed 

actions for the em- 

ployee. 

Notes 
Notes provide re- 

minders of activities 

and events through- 

out the year. 
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